
Election Procedure Training
Prepared by: 

County Clerk-Recorder



Introduction & Oath
 You are an integral part of our team during Election season.

 Your mission 
Assist every qualified voter
Ensure security of ballots
Provide a positive experience
Ensure & protect the right to vote

Training is to help you become familiar with the rights of 
voters, understand the importance of cultural sensitivity, 
know how and when to assist voters with disabilities or 

other special needs, and know your responsibilities and the 
limits to your authority. 
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http://www.garrettspecialties.com/stress-balls-patriotic-stress-balls-c-65_104.html


Viewing Training Materials Online
• Go to:  www.slovote.com, click on Elections and Voting, click on Precinct 

Workers, under Reference area select the information you want to view. 
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http://www.slovote.com/


What’s New?
• Returning a Vote-by-Mail Ballot

• Facsimile Ballots

• Ballot “Selfies” Allowed

• Processing a Voter Flowchart

• Additional Notations for the Roster Clerk

• Conditional Voter Registration (CVR)

• Closing Envelope  Seals & Certificates 
Envelope 4



Lead Inspector 
vs. Inspector: 

Lead: 
Contacts facility & other 

Inspectors
Coordinates setup with 

other Inspectors
Both:
• On-site Precinct 

Supervisor on Election 
Day   

• Distribute Election Day 
duties to workers

• Coordinate breaks and 
lunches.

Who may I call for help?

Precinct Assistant:
• County election official 

assigned to a group of 
precincts

• First point of contact for 
Inspectors

• Responsible for making sure 
Election procedures are 
followed by Inspectors and 
Precinct Workers

• AutoMARK experts
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Before Election Day
After Leaving Training:
Review Manual

Take notes, tab for quick reference, highlight
Special Requirements?

Remember to ask workers if they have special needs.
(example: need to take break at specific time for medications)

Questions??
Contact your 
Precinct 
Assistant 

Call your workers 
before Election Day!

For Discussion:
• Expected Arrival Time
• Breaks / Lunches
• Duties
• Skills
•Languages 6



Clerk Positions
• Roster Clerk: Uses 

the Roster to look up 
voter, determine 
eligibility, and have 
voter sign to receive 
ballot.

• Ballot Clerk: Gives 
voter the correct ballot 
with a secrecy sleeve, 
explains how to mark 
correctly, reminds voter 
to bring back pen and 
directs voter back to 
Ballot Box Clerk.

• Tally Clerk: Keeps 
track of how many 
voters signed the 
Roster on the Voter 
Tally and the line 
numbers of those 
voters on the Line # 
Tracker.

• Ballot Box Clerk: Happily 
directs voter to deposit 
their ballot and gives out “I 
Voted” stickers.
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http://www.gopforce.com/early_voting_locations.aspx


Processing a Voter

Video Presentation
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Flowcharts may be found in the front pocket of the Roster binder and on pgs. Xx-xx of the Election Procedure Manual
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Roster

Key to establishing voter’s eligibility.
***VOTE-BY-MAIL VOTER*** in Signature space means the voter 

must have a ballot to surrender. No ballot = vote provisionally.

ALPHABETICAL LISTING

VBM

ID Required

Ken M. DeHart

1801 WELLER WAY

1652 LATHAM DR

1652 LATHAM DR

50 STANFORD PKWY

50 STANFORD PKWY

578 DOWNEY LN

1929 HAIGHT AVE

228 PERKINS PL

49 BOOTH RD

49  BOOTH RD

7326 PARDEE ST

7326 PARDEE ST

77 BURNETT TRAIL

8993 PACHECO LN

12069 YOUNG PL
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Late Registrant Roster

If the voter is not in the Roster or Late Registrant 
Roster, they vote a Provisional ballot.

Contains eligible voters who registered after Rosters were printed.  

Inspector shall write “LATE REG” or “LR” in the signature line on the Roster for those 
voters listed in the Late Registrant Roster.
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1251  STONEMAN WAY

1251  STONEMAN WAY

1869 WATERMAN PKWY

888 GAGE ST

909 MERRIAM ST

909 GILLETT ST

1963 DOWNEY AVE

18 BIGLER RIDGE



Voter Tally

• Mandatory; used to track the number 
of voters who signed the Roster and 
ballots issued

Conveniently 
located in
the back of 
the Roster

•Used to 
balance 
hourly 
against 
the Line 
# Tracker 
and at 
the Close 
of Polls
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Outside Indexes

101 101

Post both 
indexes:

directly 
outside the 
outermost 

door 

or 

directly 
inside the 
outermost 

door 

of the polling 
place 13



Line # Tracker

• Cross off the line # of the voter so they can be 
marked off the Outside Index. 

4
1
5
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Marking the 
Outside Index

15

• Late requested VBM voters shall 
be crossed off in red before 
Election Day.

• ANY Available Worker may mark 
off the Outside Index, in red, at 
the top of each hour

• Using the line numbers from the 
Line # Tracker cross out the 
voters who signed the Roster that 
hour.

When can I stop marking?

See Manual pg 19
for more info



Knowing the Ballot

Double Sided: Remind 
voter to vote both sides

Precinct Number and 
Ballot Type can be found 
in the upper left corner of 
the ballot and on the Voter 
stub.  

Make sure the voter brings 
the ballot back to the
correct precinct ballot 
box.
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DO NOT DEPOSIT THE SECRECY 
SLEEVES WITH THE BALLOTS



Facsimile Ballots
• All precincts will post a Spanish facsimile ballot and instructions and certain 

Arroyo Grande precincts will post an additional Tagalog facsimile ballot and 
instructions.  

• Los Osos/Baywood area is no longer required to post Tagalog facsimile 
ballot.  

• Facsimile ballots must be conspicuously posted, and one facsimile ballot 
must be available for voters to take into booths to be used as reference (EC 
§14201(a)).  

• In addition, a sign must be posted near the index of registration informing 
voters of facsimile ballots, in language required and available (EC 
§14201(c)(3)).  

• Please post one facsimile ballot by the Outside-Index and one available on 
the main table with the sign notifying voters about facsimile ballots.

• Voter may take facsimile ballot with them while voting and should return after 
they are finished.  Voter should not use the facsimile ballot to vote on or 
mark on.
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Accessibility at the Polling Place
Assisting Voters with Special Needs
• What to Do and What Not to Do (Manual pg 45)
• Secretary of State: Disability Sensitivity at the Polls 

(Manual pgs 46-47)
• Video Online: How to Assist People with Disabilities.

Access Demonstration
• Try the simulations for:

– Wheelchair use over thresholds
– Vision impairment

What other assistance 
may we offer?

See Manual pgs 41-44
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1 in 5 Americans have a Disability

Polling Place Mitigations
Some polling places have received 
items to make their polling place 
accessible for Election Day.  Ask 
your Precinct Assistant if you do not 
understand how to place these 
items.



AutoMARK
The AutoMARK is a ballot marking machine which 

assists voters with marking their ballot.  
• Three ways to select:

 Touchscreen

 Touchpad (w/ Braille)

 Scroll Select Paddle

• Listen to the ballot 

• Recheck selections 

•Anyone can use it!

AutoMARK balloting 
procedure? Manual pg 17

What if an error occurs?
Manual pg 76

What if there’s a paper 
jam? Manual pg 77

AutoMARK Manual starts on pg 59 of the Election Procedure Manual
19



Cultural Sensitivity

Voters may contest an 
election based on 
misconduct by a 
precinct worker. 

Be polite to voters 
and respectful of 
diverse cultures

Report insensitive 
workers to our office

Assess the needs of 
each individual voter

All voters must be 
processed in the order 

in which they 
appeared to vote.

Display Statewide 
Official Voter 

Information Guide.

Elections office has 
Spanish speaking 

staff

Voter is allowed to be 
assisted by up to two 

people.
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Street Poll Place Look-up

21



Street Poll Place Look-up
• Things to notice:

– Street names are in grey highlight across page
– Watch the house numbers, look at the whole 

section of the street before referring.
– Which side of the street? Even, odd, or both?
– Which direction of the street does someone live 

on?  North, south, east, or west?
– Tells which ballot type is being issued
– Mail Ballot Precincts
– Name and address of precincts
– If they are Accessible
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With the creation of 
provisional voting, 
there is little need to 
challenge a voter.

Eligibility to vote 
cannot be determined 

using the Roster.

Remember:
• Envelope COMPLETED LEGIBLY & SIGNED  

by Voter 
• Roster is COMPLETED legibly by Provisional 

Specialist.  
• Voter signs Provisional Roster & Envelope
• Tape Tally Sheet on Blue Bag
• Ballots are tallied BEFORE dropped in Blue 

Bag
• At the Close of Polls: Complete, SIGN, and 

have Inspector sign Provisional Ballot 
Statement on BACK of the Provisional Roster

If a provisional voter signs 
the main Roster, cross out 
their signature and make a 

note they voted 
provisionally—do not 
count as regular voter.

Provisional Voters
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Conditional Voter Registration (CVR)
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CVR allows an individual during the 14 days prior to Election Day through Election Day to register conditionally to vote with 
their County Elections Official and complete a provisional ballot.  The voter will appear at the polling place to the Roster Clerk.  
The Roster Clerk will determine whether the voter’s name is on the Roster.  If not, the voter will be sent to the Provisional
Specialist where they will be given two choices in writing:



Signatures Required: 
Provisional Roster

John Smith

John Smith
1234 Johnson Ave

San Luis Obispo 93401 5
Haley Jones

Haley Jones
756 Saratoga St

San Luis Obispo 93401 5
Sigmund Verloffer

Sigmund Verloffer
587 Kind Canyon Rd

San Luis Obispo 93401 5
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Signatures Required: 
Provisional/VBM Ballot Statement

Bob McPherson

Eileen Johanson

50
3

75

78

0

47
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Returned Voted Vote-by-Mail Ballots
• Make sure:

• Envelopes are issued from a California County

What should I be 
looking for on 
the backside?

There’s a 
checklist on 

Manual pg 56
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Back of Vote-by-Mail Envelope
New Vote-by-Mail envelopes will be in circulation; make sure the necessary 

information has been completed by the voter.

28

Anyone other than 
the voter may 

return the Vote-by-
Mail ballot in a 

completed 
envelope.  They will 
complete the upper 

left hand area

Voter will sign in 
the red box and 

date below.
Mary Anne Johnson

11/06/2018

Michael Scott
Michael Scott

Neighbor



• No envelope?  Use Green Envelope
• Envelopes are signed filled out LEGIBLY & COMPLETELY
• Tally ballots BEFORE dropping in the Blue Bag

All Ballots issued in California are to be accepted.  Only 
tally ballots from San Luis Obispo County—place all ballots 
for safekeeping in the Blue Bag. 29



Spoiled vs. Surrendered Ballots

A surrendered 
ballot is a VBM 
ballot the voter is 
exchanging for a 
Precinct ballot.  
The voter will be 
listed in the 
Roster.

A spoiled ballot is a Precinct ballot that 
has a mistake in which the voter would 
like to exchange for another ballot.  The 
voter will go back to the Roster Clerk for 
a new ballot.  The spoiled ballot will be 
tallied on the Voter Tally.
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Election Day Occurrences

• Media
Can the media take a picture of voters voting? 

• Electioneering 
Be apolitical. No group advertising or wearing of 
political insignia. 

• Exit Polling
This sounds like electioneering…. What’s the difference? 

• Poll Watchers 
Can they really watch us work?
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See Manual pgs 48-49



Rare Occurrences
• In rare and unusual circumstances a Court Order 

may extend the voting hours.
• What to do in an Emergency: grab Ballot Box, 

Roster, and Blue Bag
• If polling place operations have been disrupted by a 

voter’s behavior: 
– Immediately report disruptive behavior to county 

elections office
– Contact law enforcement 
– Try to separate the disruptive behavior from the 

operation of the polling place.
• Precinct workers are not expected to put themselves 

in physical jeopardy.

Where can I find phone 
numbers?

See Manual pg 48
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Closing Procedures
• Distribute Closing Checklists (Manual pgs 25-37)
• You must stay until all closing procedures are 

completed
• Voted Ballots teams must be at least 2 people

• Rubber band ballots in batches of 50
• Mark one Voted Ballots Box with total # of ballots 

returned and with Box __ of ___ 
• Forms indicate where they are to be placed on 

Election Night.
• Take down signs, as noted on Checklists
• Return materials to the Supply Tub as they arrived
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Signatures Required

34



Precinct 
Ballot 

Statement

Don’t forget to mail the 
White copy in the BRM 
Envelope

All Workers present at 
Closing must sign

How do I complete 
this form?

For line by line 
instructions see  
Manual pg 29 
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